APPLICATION FOR RECORDS DISPOSITION STANDARD _ :
: f ‘ i\

INSTRUCTIONS: Prepare in duplicate and forward to ':the Records Management Analyst, Management Systems Division

3. Dept |, Divisian, Subdivision & Administering Office Address ! FOR RECORDS MANAGEMENT DIVISION USE
. ¢ ' ) 'l__)au Received Application No. Date Completed
TRANSIT OPERATIONS DEPARTMENT , ) . -
) . s e s - 3 - 1 8 1880
Bus and Rail Maintenance Divisions MAY 23 1960 & leq JUN 198
2775 East Ponce de Leon Ave, 1. Application 2. Dept. Application No.
Decatur, GA 30309 :

4_Person to Contact T A 5 Working Title _ 6. Telephone Number
Kathy Elkins o Information Systems Clerk 373-3267

P‘I,' Action Requested
a_ “} Establish Retention Schedule; record will continue te accumulate.

) \ . ..
. [] Dispose of present accumulation; no furrther accumulation anticipated.

¢. O Amend Application No. _ —— Check One: [ Change; [J Supercede; [ Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if different)
Earliest Latest . . . )
ares ? Maintenance Time Cards and Exception Reports for the Transit
1978 | Present Management Information System (TMIS) |
10, Division and Office Function What is the function of the Division and the Ofice in which this record series is created?

In the most economical and efficient manner, the Division of Bus Maintenance obtains

equipment; promotes safety; assists in the procurement of new equipment and contracts for
services; and assists with inventory control.

The Division of Rail Maintenance is chatrged with the responsibility of providing a
safe, clean, and mechanically and electrically reliable rail transit system for the
purpose of transporting people to and from their destinations in a professional, efficient,
and economic manner. :

1

-1 1. Record Series Description This fite contains the following dgcumems finclude form numbers and titles, if any];-“‘
Attach samples of the file. '

Documents relating to:  cpllection and maintenace of documents relating to federal Section 15
Reporting and Cost Allocation to Capital Project requirements.

Included are: 1. Transit Management Information System (TMIS) Daily Time Card
(example attached)” . .

2. Transit Management Information System (TMIS) Exception Time Forms
(example attached)

File is arranged:

By fiscal year, then by month, and thereunder by date.

12. Monthly Reference Rate How often are records referred to which are:
One to six monthsold .____12. __ __ ;Seven to twelve months ol_(.:l e b . ; Thirteen to twenty-four months old 3 :
twenty-five months and older ._Ollg_e.‘_i_ 7. i } }~ Pew o

13. Annual Rate of Acafr;til-a—ti?)n of Records

Letter-size drawers ___

- Legalsizedrawers ___ 10 __ ;Shelves _ __ . ;, Qther (specify)

maximum performance from rolling stock; utilizes maintenance facilities and shop R |

3012 {3/76)




- 3
YES JNO 14, Quesnonnalre (E;ce an 14 ',r-‘,“'_hf proper co!!.n_n_w_n)______ o P_,’jd:,‘_,u,ﬁ_jjj_,__m ) it_ﬂw o i
a. Is this the official copy of the series?
X 1f not, where is 1?7 . ‘ ; .

1 _—‘?_6&;57{5; s;n;s_co;l;; confudennal miormdtmn reqmn;é Wse::t;rltv handllng? IT;es cite law or ragulauc_)};ﬁwf T T
"S [ _..L_E{_ e ! _— S S e — e s
[ X ey L T — ]
: Ao I'h—h wt n*ﬂt Fave historieal on long term eseanch valoe? ‘ ‘ T T
X e When one o two doeoinetsts i tha Tl moke ol neceassmy bo keep the entice Dle loe o long pes tod . couldd these documents e
scheduled separately?
' _%A—..EJ f. 1s the information contained in this series ever pubhs@? T ves .;t_l:c;t_:;;;k S T e e e
! '—‘ "§. s the information contained in this series ever analyzed and/or recorded in a summarized r report? T CTTTTT T e
: It yes, attach copyNot at present; poss ibly in the future. Also, information may
h. is there s duphcatlon of this series in your office, or in another office or agency‘?— o POS i61bly be & audited:- T
X Il fyes, where?
| x| _ﬁ_l_‘ls this series {07; _:;-maqpomon n of it) regular!!_rglrgr'égﬁéi:::iﬁ __“;4 ‘ﬁ:__ii ____“ Tt T
| x | | i Doesthe record series résult inacomputer printowt? __;:—;":j: __:4:r T
i 15. Retention Requnrements The following requires the senes to be kepr: '
a. State Law : —e - years. d. Audit pericd — e . years.
: b. Statute of limitation . Years. * e. Administrative need e years.
c. Federal law —— . years. f. Federal retention instructions — e yarS.
Attach copy cor excaert of laws or regulations, Explain administrative need.
‘ 16. Appaed Dlsposmnn lnstructlo:\; - Th\s ager_\;v‘vecomme;\;s_\hat th:m:set;;s ;:rJEI i—al_;};e-(;n_gc;l- ;;I;P‘A——h R
[] Calendau Yean; bd Fiscal Year; [ Other . . .. .. .. __ ... .__ then,
' ’ [ Hoid in the current filesarea —_______.. _ monthls) - ——_. . yearl(s); then
; ﬁTransfer to local holding area; hold ___7___ vear{s); then
. [ Transfer to State Records Center; hold ... vyearls); then
Destroy. ‘

[t

i (3 Transfer to State Archives fGr permanent retention.
C] Other (Specity)

These instructions apply to all prior and future acoumulanions ol the: seoes

(ln(hrdte brietl mlmndle for recomimendanions, nnwpfr;. Wit ,J(ldumnd] Vemar
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A s e

e R v

17 APPROVALS

Anprmred eparlrnent Hecards Manage ent O

i r oved Dwmon Heed/Desngnea
{% AL '

" T Dae Approbed

Legal Counsef

proved”  Departmant of Archives and History

M)‘L’A/““ é/y‘

Apprcved "MARTA Management Advisory Committas  Date




